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SMARTParcelϰ 
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All rights reserved 
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Welcome  

 
 

Thank you  for choosing 4ÈÅ -!), 'ÒÏÕÐȭÓ 
3-!240ÁÒÃÅÌΆ solution for your business and 
mailroom needs.  
 
We are confident that our mailroom and shipping 
department service products will both streamline 
your day-to-day operations and dramatically 
reduce your operational costs. 
 

4ÈÅ 3-!240ÁÒÃÅÌΆ UseÒȭÓ 'ÕÉÄÅ 
 
The user guide shows you how to use the 
3-!240ÁÒÃÅÌΆ ÓÏÆÔ×ÁÒÅȠ ÁÌÏÎÇ ×ÉÔÈ ÓÏÍÅ ÐÒÁÃÔÉÃÁÌ 
procedural tips and ideas. 
 
For additional information about workstation 
configurations and initial settings, please refer to 
the 3-!240ÁÒÃÅÌΆ )ÎÓÔÁÌÌÁÔÉÏÎ Guide. 
 

 

 
 
 

  
                         

           

                        
 

 
 



 

       

SMARTParcel.us  Page 7 of 75      ¦ǎŜǊΩǎ DǳƛŘŜ - Version 1.2.5 

 

 

 

 

 

 

3-!240ÁÒÃÅÌΆ 5ÓÅÒȭÓ 'ÕÉÄÅ 
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SMARTParcelϰ Overview 

{a!w¢tŀǊŎŜƭϰ ƛǎ ŀ a!L[ DǊƻǳǇ ǇǊƻŘǳŎǘ ǇƻǿŜǊŜŘ ōȅ {ǘŀƳǇǎΦŎƻƳ®, a leading provider of Internet based postage service. 

SMARTParcelΆ in the Mailroom  

In the Mail Room, SMARTParcelϰ and its proprietary software will provide you rates that are better than Commercial Base. 

SMARTParcelϰ core functions include: 

¶ Provides easy access to acquire an IMpb 

¶ Supports charge back to multiple accounts, 

¶ Eliminates over-labeling 

¶ Reduces data entry time on your preaddressed mail 

¶ Reduces data entry errors 

¶ Qualifies your Priority Mail packages for $100 of insurance per piece at no charge 

SMARTParcelΆ in a Shipping Environment  

In the Shipping environment, SMARTParcelϰ offers the speed and reliability of USPS Priority Mail, while eliminating: 

¶ Fuel Surcharges 

¶ Residential Surcharges 

¶ Delivery Area Surcharges to Residential Addresses (DAS) 

¶ Delivery Area Surcharges to Commercial Addresses (DAS) 

¶ Surcharge to a residence in a DAS (pay both charges) 

¶ Address Correction Fee 

¶ Saturday Delivery Fees 

¶ Fees for Alaska or Hawaii 

¶ Eliminate the pain of DIM weight pricing 
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SMARTKeying: Enhancing Keyboard Efficiency  
 

{a!w¢tŀǊŎŜƭϰ ǇǊƻǾƛŘŜǎ superior efficiency with reduced keystroke errors in the Mailroom --- that translates to enhanced keyboard 

productivity! 

 

NAME & ADDRESS  Keystrokes Required with 
existing software 

Keystrokes Required with 
SMARTKeying 

SMARTKeying 
Enhanced Efficiency 

Alvin Chastain 
4714 Gettysburg Road 

Mechanicsburg, PA 17055 
 

 

59 11 81% 

Mark Johnston  
7990 Baymeadows Rd E Unit 3204 

 Jacksonville, FL 32256 
 

 

67 17 75% 

Naples Dodge Inc. 
Attn Jeremy Murdock  

6381 Airport Rd N  
Naples, FL 34109 

 

 

72 11 85% 
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3-!240ÁÒÃÅÌΆ 5ÓÅÒȭÓ 'ÕÉÄÅ Organization  

 
SECTION  DESCRIPTION 

   

¢ƘŜ {a!w¢tŀǊŎŜƭϰ 
Application  

 The {a!w¢tŀǊŎŜƭϰ !ǇǇƭƛŎŀǘƛƻƴ section ŜȄǇƭŀƛƴǎ ǘƘŜ ŦǳƴŎǘƛƻƴŀƭƛǘȅ ƻŦ ǘƘŜ {a!w¢tŀǊŎŜƭϰ ǎƻŦǘǿŀǊŜ, 
including:  
 

¶ The SMARTParcelϰ Application Interface, 

¶ Menu Functions  

¶ ΨHƻǘ ƪŜȅǎΩ 
 

   
Operations 

 
 While most mailrooms have similar operating procedures, the Operations section provides some 

tips and ideas on how you might best utilize and integrate the {a!w¢tŀǊŎŜƭϰ ǎƻŦǘǿŀǊŜ ŀƴŘ tools 
into your day-to-day operations. 
 

   
Frequently Asked 

Questions 
 

 The Frequently Asked Questions section provides additional {a!w¢tŀǊŎŜƭϰ insights. 
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4ÈÅ 3-!240ÁÒÃÅÌΆ !ÐÐÌÉÃÁÔÉÏÎ 
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3-!240ÁÒÃÅÌΆ Screen Layouts 
 

SCREEN VIEW  
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3-!240ÁÒÃÅÌΆ 3ÃÒÅÅÎ ,ÁÙÏÕÔ 

SCREEN VIEW WITH CAMERA IMAGE 
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3-!240ÁÒÃÅÌΆ ,ÏÇÉÎ 

 

Login 
 
As noted in the installation instructions, 
the first time login will require the 
following: 
 
Username: admin 
Password: Administrator1 
 
bƻǘŜΥ ¢ƘŜ ǇŀǎǎǿƻǊŘΩǎ ŦƛǊǎǘ ƭŜǘǘŜǊ ƛǎ ŀƴ 
uppercase A and it contains the number 
1 at the end. This login is only used for 
your workstation and it is not the same 
login used to access your Stamp.com 
account. 
 
AGAIN! Please make sure you change 
the password after logging into 
{a!w¢tŀǊŎŜƭϰΦ 
 
Click OK to continue 
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3-!240ÁÒÃÅÌΆ Menu Selections 

 

File > Close 

 

 
To exit the program select menu item File > Close to terminate the program ƻǊ ǘƘŜ Ψ·Ω ƛƴ ǘƘŜ ǳǇǇŜǊ 
right side of the application.  
 

 
 

Add Postage... 

 

 
The bottom left side of the application shows available postage.  

 

 
 

  

To add funds, select menu item Add Postage...  
 

¶ In the pop-up window, enter the 
amount you wish to add to your 
account or select the Add Maximum 
Postage check box. 

 

¶ Click the OK button and the amount will 
be added to your account. 
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Select Cost Center... 

 

 
To manually select a billing Cost Center, select menu item Select Cost Center... Select the cost center 
from the list and click the OK button.  
 

 
 

{a!w¢tŀǊŎŜƭ ϰ ƛǎ ǊŜŀŘȅ ǘƻ ǇǊƻŎŜǎǎ ȅƻǳǊ ǇŀŎƪŀƎŜǎ 
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Hint: Cost Center Quick Search 
 
While this example only shows four cost 
centers, some organizations may have 
hundreds of cost center codes.  
 
A quick way to navigate through a large 
list is to first use the Up Arrow to place 
the cursor in the search box. Type one or 
more characters of the code you wish to 
locate and press the Down Arrow. The 
first occurrence with your full or partial 
search value will be presented. 
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Edit Piece Data... 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The Edit Piece Data... menu option provides you with the ability to edit select information associated 
with a mail piece; along with the ability to submit a refund request for a mail piece that will not be 
shipped or requires a new label (a postage misprint) do to a printing problem. 
 
Both the Piece Editor... and the Request Refund Via Stamps Website... allows you to submit a 
refund request, but with an important difference: 
 

¶ Requesting a refund directly from Stamp.com will not be reflected within the {a!w¢tŀǊŎŜƭ ϰ 
built in reports. 
 

¶ Requesting a refund using the Piece Editor... will update both the STAMPS.com and 
SMARTParcel Databases. 

 
Note: You must submit e-Refund requests within 10 days of the print date and mail-in refund 
requests within 60 days of the print date.  
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Piece Editor... 
 

 
 
Selecting the sub-menu Piece Editor... ƻǇǘƛƻƴ ƻǇŜƴǎ ŀ ǿƛƴŘƻǿ ǿƛǘƘ ŀ ŘŜŦŀǳƭǘ ƻŦ ŀ ǿŜŜƪΩǎ ƭƻƎ ƻŦ 
transactions.  
 
 

 
 
When evaluating hundreds or thousands of transactions, using the filter tools will help narrow your 
search.  
 

¶ Filter using from and to dates 

¶ Cost Code 

¶ Or the combination of both date range and cost code. 
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Changing an Account Code 

 
Select item and press the Edit Account button. 
 

 
Within the Select A Cost Center window, click on the desired cost code and press the OK button. 
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You will be asked to verify the change. Pressing Yes button commits the change. 

 
 
Transaction now reflects the updated information. 
 

 
 
 
 
 
 














































































































